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Infroductions - Secretary of State
and PCC Technology Group

ADSD Staff Assisting with the Webinar:
o Jenifer Nelson, Project Manager

o Melissa Reynolds, Director



Overview

The System Replacement Project will be completed in 2
phases:

 Phase 1: Replace the legacy in-house Dealer
Licensing System (DLS), provide online Dealer account
setup and provide a new Plates on Demand system

« The Dealer PIN letters allow for the account
setup for Phase 1 online activities

 Phase 2: Provide complete online functionality




Dealer PIN
Letters

o Mailing occurred

over several days

Dealers with
more than one
license will
receive more
than one letter

Those recently
approved may
not have
received a letter
yet

STATE OF INDIANA
AUvTo DEALER SERVICES

DIvisioN
MELISSA REEYNOLDS
Division Director
DealerEN Dealerl N
DealerName
Addreszlinel Address Line2?

City. State Zip3-Zip4

9-Mar-2017
RFE: Dealer Number DealertNumber Online Account Set-up

Dear DealerEN DealerlIN:

As vou may know, the Indiana Secretary of State Auto Dealer Services Division (“Division™) has been working
on a brand new dealer licensing system. As part of the first phase of implementing the new system, we will be
introducing a new Plates on Demand system in the coming weeks. In order to access the new Plates on
Demand, yvou must set up vour online dealer account.

You may begin setting up yvour online dealer account on March 10, 2017. We strongly encourage you to set
up your account as soon as possible, and no later than March 31, 2017, so that vou may begin requesting
and generating interim license plates as soon as the new system 1s live. Please watch for more information
related to the system going live.

Below you will find your PIN that must be used in conjunction with your name and Dealer License Number
(provided above) to establish vour relationship to your online dealer account.

PIN:  DealerPIN

To access your online dealer account, please visit https://dealers sos.in gov. Click on “Login.™ Enter the em»-’




Online Dealer Portal

Users can access the Online Dealer Portal by clicking the link
in the Dealer PIN letter: https://dealers.sos.in.gov/

Select Login

‘ol | https:/dealers sosin.gov/ £~ @ suteotindizna . O| | Indians Deslerlicensing x| | LAY

File Edit View Favorites Tools Help
5o v [ deh v Pagev Safetyv Tooksv @~ [ O

AUTO DEALER SERVICES DIVISION .+, &

IN Dealer: Your one-stop source for your license. [N

Online Services @~ DealerSearch ~ Plates On-Demand



https://dealers.sos.in.gov/

\

Online Dealer Portal: Getting Started

The Primary Owner must complete the initial Dealer Registration,.and
Login process through the Access Indiana Single Sign-On Portal.

—RCCeSS =
PINISY  [\ipiana

Sign In

Email Address

Forgot your password?

1. If user has already established credentials for INBiz, the sam
username and password can be used for the Online Deal
2. If not, select “Sign up now".
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After Selecting “Sign Up Now”- Step One

. . ) ] Welcome to A
Decide which email address you will use o Theswtypdiana'scm

(@] business wi
register

i bl |

Sign in to your email service, as you will
need to reference the verification code
emaill

Enter your email address and select “send
verification code”

You must verify your Email Address first to create your Access Indiana Account

1. Enter your email address and a code will be delivered. *** This may take up to five minutes ***

AC C eSS yo U r e m O i | S e rVI C e fo r .I.h e e m O i | i()crr;e:k*your email in a new browser tab or window. *** Do not leave this page or the code will not
C O n 'I'O i n i n g _I_h e \/e riﬂ C O _I_i O n C O d e 3. Aftter receiving the code, enter it and proceed to Step 2.

Email Address

Enter the verification code |

Go to Step 2
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After Selecting “Sign Up Now"- Step 2

o Choose a secure password using the

criteria provided o

o 8-16 characters o

o Aswell as 3 out of 4 of the following: o 81580l s
o lowercase characters [nﬁm:;pm
o UPPERCASE CHARACTERS e
o Digits (0 1o 9) =

o Symbols@#$%BAN&*-_+=[]1{}| \ [m=
:',2/\"'”(); Last Name

[ Last Mame

o Enter remaining information

Phone Number

[ Phane Number




“Sign Up Now” - Troubleshooting

O

If you should request another verification code,
you should enter a new password as well

If you are registered with the Access Indiana
single sign-on but are locked out due to too
many password attempts, contact Dealer
Services at 317-234-7190
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Online Dealer Portal: My Dashboard

Once authenticated, you will be redirected to the Online Dealer
Dashboard. |
@ AUTO DEALER SERVICES DIVISION

FIND MY DEALER LICENSES



Find My Dealer Licenses

o The Primary Owner will be
assigned a PIN, which they
must use to link themselves to
their License(s).

o Reference your Dealer PIN
letter for this randomly-
generated alphanumeric
code.

o Note: for those Dealers with
license numbers beginning
with 4 to 9, please add the
leading zero. (Ex: 0412345)

o Select “Submit”

(@ AUTO DEALER SERVICES DIVISION

. + ALL
L SERVICES

FIND MY DEALER LICENSES




Find My Dealer Licenses: Successful

You will receive this
message when
successfully linked.

Repeat this process for
each Dealer Number

To Verify:

o Select "My
Dashboard”

o Look at "Current
Licenses”. Your
Dealer(s) will be
listed

Relationship between User and Dealer was created

MY DASHBOARD

ALERTS and ANNOUNCEMENTS

Generated Date

MO RECORDS TO VIEW.

CURRENT LICENSES



Online Dealer Portal: Additional Users

Additional employees can also link fo one or more Dealer
Licenses by going through the same process, no PIN is required.

https://deslers.soz.in.gov/ D - @ Stateofindiana[.. & || | Indiana Dealer Licensing

£ v B v ) d v Pagev Sefetyv Toolsv @~ [0 O

AUTO DEALER SERVICES DIVISION .+, Seewices

IN Dealer: Your one-stop source for your license.

Create New Password

gmbols @£5HAGE-_+=[]{}] 12/
QV " access— = New Passwiord
PINIY  1yprana
Confirm New Password

Confirm New Password

48 First N
Welcome to Indiana'’s single sign-in portal. e

Conduct business with ease and security.™ Firsthame

W 74
’ Middle Initial

7
7
L/

Enter Dealer Number:

Enter PIN:

PRS- TNP_

Middle Initial

You must verify your Email Address first to create your Access Indiana Accol

1. Enter your email address and a code will be delivered. *** This may take} LastName

) 2. Check your email in a new browser tab or window. *** Do not leave thisff | ... e
Sign In work %

3. After receiving the code, enter it and proceed to Step 2. Phone Number

Email Address Phone Number

Email Address

Ty ssword? 5
Password Forgot your password Send verification code

Don't have an account? Sign up now




About the Online Dealer Porial

o Users can access OpTIOﬂS by &) AUTO DEALER SERVICES DIVI

clicking the tiles in the left MY DASHBOARD
Navigation Pane.

ALERTS and ANNOUNCEMENTS

o NOTE: In Phase 1, only Plates
on Demand and User
Management will be
iImplemented. Phase 2 will
provide additional Online
Services.

_______ Type

CURRENT LICENSES



Manage Users

o Once staff has linked to the
Dealer through the single sign-
on and Find My Dealer
Licenses process, the Primary
User can then assign roles.

% AUTO DEALER SERVICES DIVISION

ONLINE SERVICES

o Go to Online Services

D UEHE B ---Select---

o If linked to more than one
Dealer, select the Dealer e
name from the drop down Platcs on Demand

o Select Mana ge Users MFEROHLE Manage Users

Self Service




Manage Users: User Name(s)

o Those that have linked will appear in the User
Management section.

o If only one name is present it is of the Primary User

o There may be multiple User Names listed, depending on
the number of employees that have successfully linked

o Select the Editicon.

User Management
Dealer #: 1001416 Dealer Name: 260 MOTORSPORTS

User Name First Name Last Name Linked

JNELSON@S0S5.IN.GOV JENIFER NELSON ]



Manage Users: User Details

After selecting edit, the Manage User popup will appear

Note: It is on this screen that you can remove the Active
checkmark to remove access, when needed

Select the Role Assignment tab

User Details Role Assignment Subscription Assignment

User Name:  jNELSON@S0S.IN.GOV

First Name: JENIFER Last Name: NELSON
Middle Name: L Initials: ILN
Email: | jNELSON@SO0S.IN.GOV Active:

Save Cancel



Manage Users: Role Assignment

The role granted the user will appear on

the right hand column “Assigned Role” = o
Employees that have linked will be s i
assigned “"New User”. This role has no SeNER T o orrc

El
access ofther than establishing the

relationship with the Dealer

To update the role from New User,
select the appropriate role from the list
on the “Available Roles” column

Select this icon &

The role will appear in Assigned Roles

Success

Your content was saved!

Select Save 1o get this message




Manage Users: Subscription Manage

The ADSD will periodically send messages to Dealer dashboard
These will provide meaningful, relevant communication. To
subscribe, follow these steps (similar to establishing the role):

O

O

O

Go to Online Services, Manage Users
Select Edit next o the user
Select the Subscription Management tab

Select the desired Subscription from the left hand column
“Available Subscriptions”

Select thisicon E
Select Save
Receive the Success message



Additional Tools

Additional information is available on the
Auto Dealer Services Division home page
found here: www.in.gov/sos/dealer

Currently Available:
o Dealer Getting Started guide, and

o Explanation of User Roles Available in
the New System

o FAQ
Coming Soon:

o |OTis publishing a guide on how to
establish the Access Indiana single
sign-on account. More details to
follow

Letters containing PINs have been mailed to allow existing dealers to
link to their account(s) online. Once the letter is received, follow these
additional instructions for completing the process:

1.
2.

3.

Instructions for Setting up Online Dealer Account

Dealer Getting Started [9: step by step process document
assists users in linking to their account.

Explanation of User Roles Available in the New System [H:
provides details regarding the available user roles.

Online Dealer Registration and Plates on Demand FAQ
March 2017 [H: provides information regarding the Online
Dealer Registration process and the Plates on Demand
transition.



http://www.in.gov/sos/dealer

Step-by-Step Process Walkthrough

Now we will do a step-by-step demonstration of the
process of establishing an account and granting users

ACCess.

If you have not already registered and would also like to

perform the steps, please prepare the following:

O

O

O

Have your Dealer PIN letter ready
Have your desired email account ready
Be logged in to your email service

Go to this website: hitps://dealers.sos.in.gov/



https://dealers.sos.in.gov/

Thank You for Attending

Thanks also to our technology partner,
GCR/PCC, for assisting with today’s webinar

Indiana Secretary of State

Auto Dealer Services Division

Auto Dealer Services Main

317-234-7190

Line
Fax 317-233-1915
E-mail Dealers@sos.IN.gov




